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State of Tennessee Department of Children’s Services 

Administrative Policies and Procedures: 18.33 
 

Subject: Referral and Placement in DCS Community Residential 
Facilities 

Supersedes: DCS 18.33, 09/01/01 Local Policy: No 
Local Procedures: No 
Training Required: Yes 
Applicable Practice Model Standard(s): Yes 
 

 

Approved by:  

 

Effective date: 
Revision date: 

09/01/01 
01/01/04 

Application 
To All Department of Children’s Services Employees 

Authority: 
 
TCA 37-5-105, 37-5-106 

Policy 
Youth shall be referred for placement in Department of Children’s Services Community 
Residential Programs (CRP) in accordance with the procedures established herein.  A 
copy of admission policies will be distributed to referring agencies and interested 
parties. 

Procedures 
A.  Referral 

Information 

 

1. Referral packets for youth referred to DCS Community 
Residential Programs must include the following 
information: 

a) Cover letter with justification for placement; 

b) Social history (DCS social history and information sheet) 
with any addenda and revisions to include behavior and 
placement summary for the preceding six month period; 

c) Critical medical information which must include the 
needs of the child for ongoing medical treatment, current 
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prescriptions, and physical disabilities; 

 

d) Any educational zero tolerance issues which may exist 
and which would impact the type of placement required 
by the youth; 

e) Psychological assessment (if applicable); 

f) Permanency plan, treatment plan, and/or individual 
program plan (all if available), including any revisions; 
and 

g) Commitment order (to be forwarded as soon as 
available from court). 

2.   A completed form, CS-0374, Referral Checklist for 
Placement in DCS Community Residential Programs, 
shall be forwarded to the receiving community 
residential program along with a complete referral 
packet. 

3.  Referrals will only be considered after the receiving 
community residential program is provided all the 
required information as set out in Section A.1.and A.2. 

4. Each community residential program supervisor (or 
designee) shall maintain a log of referrals that includes: 

a) Youth’s name; 

b) Date of referral; 

c) Date of response; 

d) Denial or acceptance of referral; and 

e) Source of referral. 

B.  Referrals 1. Youth who meet criteria for referral to community 
residential programs may be referred by youth 
development center classification or treatment teams, or 
regional resource management teams, or by other 
community residential program treatment teams. 

2. The community residential program supervisor will respond 
in writing (via hard copy or e-mail) to the referrant within 
five (5) working days of receipt of the completed referral 
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packet.  A copy of the response will be forwarded to the 
central placement waiting list coordinator. 

3. A pre-admission interview with the youth may be arranged 
through the referral source within five (5) working days of 
receipt of the referral. 

4. Upon a written request from a youth whose referral was 
denied, and within ten (10) working days of receiving the 
request, the community residential program supervisor (or 
designee) shall provide to the youth a written explanation 
as to why he/she was not accepted into the facility. 

C. Waiting List 1. The waiting list for each community residential program will 
be maintained and tracked by the central placement waiting 
list coordinator based upon decisions made by the 
community residential program supervisor. 

a) Youth accepted into the program by the CRP 
supervisor will be added to the waiting list by the 
waiting list coordinator upon receipt of copy of 
acceptance to the program under B.2.  The waiting 
list coordinator will forward the updated waiting list 
to the CRP Supervisor. 

�� The CRP supervisor must notify the referrant when 
a placement becomes available. 

�� The referrant will coordinate transportation for the 
youth to the CRP. 

�� The referrant must notify the central placement 
waiting list coordinator upon placement of the youth 
in a CRP. 

�� Upon notification of placement, the central 
placement waiting list coordinator shall remove the 
youth from all CRP waiting lists. 

b) Youth denied into the program by the CRP 
supervisor will not be added to the waiting list by the 
central placement waiting list coordinator. 

c) If the denial is appealed (under section E) and 
overturned, the date of placement on the waiting list 
shall be backdated to the date of the original referral. 

d) Youth accepted into the CRP who are on AWOL 
status shall remain on the waiting list for the CRP 
until apprehended.  Once the child is apprehended, 
regional staff must determine (via a staffing) the 
continued appropriateness of the recommended 
placement into the CRP.  Disputes of the continued 
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appropriateness of the youth for the CRP may be 
appealed in accordance with DCS policy 18.34, 
Appeal of Placement Denials in Community 
Residential Programs and Youth Development 
Centers. 

D.  Admission Upon acceptance of the referral to the CRP, the following 
information must be forwarded to the facilities in order for the 
youth to be admitted: 

1. School records, including special education records; 

2. Immunization records; 

3. Court orders (including commitment order); 

4. Birth Certificate (or proof of application); 

5. Social Security card (or proof of application); 

6. TennCare card (or proof of application); 

7. Signed consent form for routine medical care; and 

8. Status of EPSDT screening (include copy of screening, if 
available). 

E.  Appeals Denials of referrals may be appealed by the referrant in 
accordance with DCS policy 18.34, Appeal of Placement 
Denials in Community Residential Programs and Youth 
Development Centers. 

 

Forms/Templates 
 
CS-0374 Referral Checklist for Placement in DCS Community Residential  
                       Programs 

 

Collateral Documents 
DCS Community Residential Programs Referral Log 
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Standards 
ACA 3 –JCRF– 5A – 01 
ACA 3 –JCRF– 5A – 04 
ACA 3 –JCRF– 5A – 05 
ACA 3 – JCRF– 5A – 06 
ACA 3 –JCRF– 5A – 08 
DCS Practice Model Standard - 7-200A 
DCS Practice Model Standard – 8-306 


